WORKSHOP FACILITATION CHECKLIST TEMPLATE 2026: MATERIAL KITS, INTERACTIVE ACTIVITIES & PARTICIPANT SKILL ASSESSMENT MANAGEMENT
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--- PRE-WORKSHOP CURRICULUM & PLANNING ---
[ ] Workshop Title
[ ] Learning Objectives
[ ] Core Competencies to be Assessed (Technical Proficiency, Soft Skills/Communication, Strategic Thinking, Leadership/Management, Compliance/Regulatory Knowledge)
[ ] Curriculum Finalization Deadline
[ ] Draft Curriculum Document

--- PARTICIPANT RECRUITMENT & REGISTRATION ---
[ ] Full Name
[ ] Email Address
[ ] Workshop Interest Areas (Beginner Level, Intermediate Level, Advanced Level)
[ ] Registration Date
[ ] Learning Objectives & Goals
[ ] Dietary Requirements (None, Vegetarian, Vegan, Gluten-Free, Halal/Kosher)
[ ] Pre-Workshop Assessment Submission

--- MATERIAL KITS & STATIONERY PREPARATION ---
[ ] Required Stationery Items (Workbooks/Handouts, Writing Utensils (Pens/Markers), Sticky Notes & Post-its, Name Tags & Lanyards, Flipcharts & Markers, Reference Guides/Cheat Sheets)
[ ] Kit Assembly Checklist Status
[ ] Total Number of Kits to Prepare
[ ] Digital Materials/Print-Ready Assets
[ ] Kit Completion Deadline
[ ] Special Instructions for Custom Kits

--- INTERACTIVE ACTIVITY & ICEBREAKER DESIGN ---
[ ] Icebreaker Activity Name
[ ] Activity Instructions
[ ] Activity Difficulty Level (Low (Simple Introduction), Medium (Collaborative/Group Work), High (Complex Problem Solving))
[ ] Required Props & Materials (Sticky Notes, Whiteboard Markers, Timer/Stopwatch, Printed Handouts, Digital Survey Link)
[ ] Estimated Duration
[ ] Activity Reference Material

--- VENUE & TECHNICAL SETUP ---
[ ] Workshop Venue Address
[ ] Setup Completion Date
[ ] AV Equipment Checklist (Projector & Screen, Microphones (Lavalier/Handheld), Laptop & Power Cables, Audio Speakers, Whiteboard & Markers, Clicker/Remote Presenter)
[ ] Room Layout Type (U-Shape, Classroom Style, Boardroom Style, Cluster/Group Tables, Theater Style)
[ ] Wi-Fi & Connectivity Instructions
[ ] Venue Floor Plan/Diagram

--- SKILL ASSESSMENT & FEEDBACK TOOLS ---
[ ] Post-Workshop Satisfaction Score (1 - Very Dissatisfied, 2 - Dissatisfied, 3 - Neutral, 4 - Satisfied, 5 - Very Satisfied)
[ ] Skills Mastered During Session (Conceptual Understanding, Practical Application, Tool/Software Proficiency, Strategic Implementation)
[ ] Detailed Feedback & Areas for Improvement
[ ] Upload Completed Assessment Worksheets
[ ] Assessment Completion Date

--- FACILITATOR & STAFF COORDINATION ---
[ ] Assigned Staff Roles (Lead Facilitator, Co-Facilitator, Moderator, Technical Support, Registration Desk Staff)
[ ] Briefing Session Date
[ ] Staff Briefing Start Time
[ ] Staff Responsibilities & Task Breakdown
[ ] Briefing Agenda & Run-of-Show Document
[ ] Staff Acknowledgement of Briefing

--- POST-WORKSHOP FOLLOW-UP & DOCUMENTATION ---
[ ] Follow-up Completion Date
[ ] Documents Distributed (Session Recording, Summary Report, Presentation Slides, Resource List, Certificate of Completion)
[ ] Post-Workshop Key Insights
[ ] Final Assessment Summary Report
[ ] Participant Feedback Rating (Exceeded Expectations, Met Expectations, Below Expectations)

--- END OF TEMPLATE ---
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